RD I nstruction 2048-C

PART 2048 - POSI TI ON CLASSI FI CATI ON

SUBPART C - CLASSI FI CATI ON OF PGSI TlI ONS

82048. 101 Ceneral

Before a position is classified see:

(a) If the position follows good position managenment principles (see
Subpart L of Part 2006).

(b) For mxed-grade positions, see if the General Introduction to
O fice of Personnel Managenment (OPM Position O assification Standards
has been followed. (Renunbered 5-18-84, PN 675.)

(c) If the position is anmobng present authorized pernmanent positions,
tenporary or energency | oan position authorizations, and within
personnel ceiling limts. (See Subpart A of Part 2009 of this Chapter.)
(Renunbered 5-18-84, PN 675.)

8§2048. 102 Types of positions.

(a) Nonstandard positions. A nonstandard position description has
duties and responsibilities for a particular position. The duties and
responsi bilities nmust be classified on Form AD- 332, "Position
Description,” by an official with delegated classification authority
bef ore an appointnment to the position can be nade.

(b) Standard positions. A standard or naster description covers a
nunber of positions having simlar duties and responsibilities. Each
standard description is given a standard job (SJ) identification nunber.
Standard positions are classified on Form AD-332 in the National Ofice
for National, State, and County positions. The Finance Ofice
classifies standard positions in its jurisdiction. Action to establish
(not classify) a particular position, using a standard position
description, is taken under del egated enpl oynment authority on origina
docunents to the National Finance Center (NFC

82048. 103 Types of classification actions.

(a) New position. A new position with a new position nunber nust be
classified if:

(1) A group of duties and responsibilities is not assigned to a
position at present.
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§2048.103 (a) (Con.)

(2) Addition or deletion of duties can change the classification
eval uati on.

(3) Changes in daily work activities need a supervisor-enpl oyee
di scussion of new duti es.

(b) "Inlieu of" position. This is a new position, needing a
classification, which takes the place of all or part of an existing
classified position.

(c) Redescription. Use the classification action to change the
description of a classified position, with no change in position nunber.
Use this action when:

(1) Changes are nmade to nmake present duties statenents nore clear,
conpl ete, and accurate.

(2) No change in duties or responsibilities will change the
classification eval uation

(3) There is no change in qualification requirenents for the
posi tion.

(d) Amendnent. M nor position description changes can be nmade by
amendnent .

(1) Wwords, phrases, sentences, and paragraphs not changi ng grade
can be added or deleted. This is done by amendnent on the position
description, or by a suppl enent.

(2) Oficial approval of all anendments nust be shown by nargi na
initials of a classification del egate and the date of change.

(e) Vice action. This is an action placing an enployee in a vacant
classification position. Before filing a vacant position, make sure the
duties description is accurate.

(f) Position conversions wthout change in duties. Wen a nonstandard
position is changed to a standard one or vice versa, the assigned
posi tion nunber stays the sane.

(1) If changing a standard job to nonstandard, do the processing
requi renents for a nonstandard job.

(2) If changing a nonstandard job to standard, make a record of the
change of a nonstandard job and the establishment of a standard job.
Use the supplement to the AD- 332 nmaster copy for the standard
position bei ng used.
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§2048. 103 (Con.) RD I nstruction 2048-C

(g) Change in official title or series code. New or revised
classification standards or specifications issued by the CSC can nake
changes in official title or series code necessary. These changes do
not need the approval initials of a classification del egate.

82048.104 Oher classification itens.

(a) Tenporary replacenent positions. Al ways follow |legal and technica
requirenents in tenporary replacenent positions.

(1) Two County Supervisor positions of different grade |evels
cannot be made in the sanme office. There can be only one grade for
a County Supervisor position in a County Ofice jurisdictional area
at a tine.

(A) An Assistant County Supervisor can, under formal "detail,b"
"act" as County Supervisor while a County Supervisor position
is vacant or the present County Supervisor is on extended | eave
or furlough.

(B) If the present County Supervisor is on extended | eave, an
appoi ntnent as County Supervisor can be processed only as a
pronotion to an "other than permanent position." |f the County
Supervisor retires after extended | eave, the "other than

per manent position" is ended and the person is assigned to the
per manent position again.

(2) Two County O fice Assistant positions of different grade |evels
cannot be established in the sane office. |Instructions in paragraph
(a)(1)(A) and (11) of this section also apply to this position

(b) Details. See Federal Personnel Manual, Chapter 300, Subchapter 8,
for the definition of a detail of an enployee. These subchapters al so
gi ve the purpose, proper use, and recording of details.

(c) Change of office headquarters. A new position is needed only if a
change in duties or jurisdictional area of assignnent nakes a standards
of performance di scussi on necessary.

(1) A mass change involves noving an entire office unit, such as a
State or County Office, to another location. Al positions,
occupi ed and vacant, are changed in headquarters w thout new
positions at the new headquarters.

(2) Wen the nove is only for travel reasons, and no change in
duties or jurisdictional area of assignnent is nade, the sane
position nunber is used (for exanple, noving the headquarters of the
District Director to another location within his District).
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§2048. 104

(d)

(Con.)

County Ofice Cerk positions. The title of County Ofice Cerk Is

applied to G5-4, GS-3, and GS-2 standard positions.

(e)

have

§2048. 105

(1) The County Ofice Oerk GS-4 description includes all clerical
wor k necessary to be a full assistant to the County O fice assistant
GS5 (or, temporarily, GS-3 and 4). If a County Ofice Cerk is

enpl oyed as full assistant to the County Ofice Assistant either
full- or part-time, the proper grade is GS-4.

(2) A County Ofice Cerk GS-2 does the routine processing, under
supervision, and gets instructions fromthe County Ofice Assistant.
If help on routine work is needed, either full- or part-tine, and
daily assignments are limted, the proper grade is GS-2. The tasks
of a GS-2 position nust be limted to the official duties
description.

(3) A GS-3 County Ofice Clerk gets less supervision. |If official
assignnents do not becone nore difficult, and if supervisory
guidance is still necessary, a County Office Clerk will be kept at
the GS-3 grade.

O fice Managenent Assistant (OVA) positions. Standard positions
been classified at the G55, GS-6, and GS-7 | evel s.

(1) The GS-5 OVA standard position (SJ-126) is an "entrance |evel™
position, and persons in these positions are "in training".

(2) The grade GS-6 OVA (SJ-127) has had training and experience in
the specialty area of assignment. The GS5-6 OVA is in an "advanced

| ear ni ng" phase, still getting help on new probl enms and di scussi ng
travel schedules, training materials, etc. with supervisors. At

| east one year's GS-6 service is needed before pronotion to GS-7.

If official assignments do not becone nore difficult, and close
supervi sory guidance is still necessary, an OVA will stay at the GS-
6 grade.

(3) The GS-7 OVA (SJ-128) works with no supervision, takes part in
State staff planning and eval uati on neetings, plans training
materi al s, discusses office routines with County Supervisors, etc.

(4) The GS-8 OVA nonstandard position involves taking part with
State Specialists in County O fice | oan programreviews, helping to
see if Farners Hone Adm nistration (FnHA) objectives are nmet, and
taking part in State and County O fice nanagenent inprovenent.
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